Essentials of Management

Helena B-day series for managers 8550 ;
Meeting-ful Minutes July 10 1
Helena 8:30 a.m. - noon 587
Working with Difficult People July 1'1
Helena 8:30 a.m. —noon =47 i
Full- CPH:Ie Human Resource Management July 12 & 26 :f«.*; -
8:30 = 4:30 each day 5182 : b
Effective Meetings July 17
Helana SL‘.I &.m. = naon £57
Managing Multlple Priorities July 17
Helend 8:30 a.m. — noon 57
Electronic Etiquette: E-mail & Voicemail July 18
Helzna 8:30 a.m. —noan 387
Documenting Disciplinary Action July 18
Helena 8:30 a.m. - noon 587
Mentoring: The View from Both Sides July 24
Helena 8:30 a.m. —noon 57
Pre-Retirement Planning 2& & 25
Helena 8:30 a.m. —4:30 p.m. each day 5115 (employees -.f.hh F'

Signed & Sealed: Notary Necessities

Great Falls 830 a.m. —noon

FARM: Furmattln

Helena -3l a.m. = noon

starts July 10

Jul1.r 26
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Missaoula G-day saries for nan-managears
lace Stress

elena gaﬂam - naan

] Telephone Presence

Helena 8:30 a.m. — noon
' New Employee Orientation

Helana 8:30 a.m. — 4:30 p.m.
Approaching Supervision

Helana JJED a.m. —4:30 p.m.
Creatmg a Motivating Environment

Helana 1 p.m. =4:30 p.m.

ertmp Job Descrl tions
a.m, = 4:30 p.m,

. Exc:e.'-'ent Assis tanr Series

Helena 7 half days for support staff

Manaqlng Change

ana 230 a.m, = noon

550 §%§
July 31

Administrative Rules of M%rg;ana

Essentials of Management 2
esicmmnin P Helena 7-day series for EOM graduates
“\/ All Kidding Aside: Preventing Harassment
\ / Helena B:30 a.m. - noon
Contemporary Writing Skills September 4 & 5
Helena 1= 4:3U (4™); 8:30 = naon (57) 115
Records and Information Management September 5
Helena B:30 a.m. = noon 570 AR
Meeting-ful Minutes September 11 44
Great Falls 830 am. - noon 587

WARM: Writing Administrative Rules of Montana
B:30 — 4:30 (11t7); 8:30 - naan {121

A Delicate Balance: Prl'.raca% and the Hsght to Knuw

Helena

Helena 8:30 a.m. — &

New Employee Qrientation
Helena 8:30 a.m. = 4:30 p.m.

Pre-Retirement Planning
Billings

Effective Presentations
Helena  8:30 = 4:30 (190 & 20 8:30 - noon (212 5208
Superwsmg F'erfurmance Improvement September 20
Havre 830 a.m. — 4:30 p.m, 8115
State Ethics Law September 21 -
Havre 9 a.m. —noon T
Ethical Issues in Public Service September 25
Helgna 8:30 am, =430 p.m. £115 ;
Managing Conflict September 25
Helena 8:30 a.m. —4:30 p.m. 5118 3
Introduction to Mggrs—Brlggs Type Indicator September 26 -
Helena §105 s
Capm{g with the Angry Public September 27
H B:30 a.m. — noon §87

&30 a.m. = 4:30 p.m. each day

8150 ,
September 13 -

355

£115 n'emp-!wees with P*’-'FIEA

September 13 For dle
September 13 & 14 R

starts August 1
August 7
August 8
August9

August 14
August 14
August 22
starts August 28
August 28
starts August 29
August 30
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